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Introduction

The Real Estate Assessment Center (REAC) is a U.S. Department of Housing and Urban
Development (HUD) national management center created to centralize and standardize the way
HUD monitors and evaluates the physical condition, as well as the financial condition of HUD
properties. This includes over 3,000 Public Housing Agencies (PHA) and over 30,000 Federal
Housing Administration (FHA) multifamily insured, direct loan, HUD-held, and Section 8 project-
based subsidized properties.

The Physical Assessment Subsystem (PASS) is a Web-based subsystem developed by REAC
to monitor the physical condition of HUD properties based on on-site physical inspections. One
component of PASS is Scheduling where inspection schedules are managed.

Objectives

The purpose of PASS Servicing Mortgagee Scheduling is to provide Servicing Mortgagees with
a tool to effectively manage physical inspection scheduling details.

Servicing Mortgagees have access to property and scheduling information within their own
organization. Servicing Mortgagees can search for inspection schedules, based on specified
criteria (e.g., city, dates, etc.), and can modify basic property information. As a Servicing
Mortgagee, they will select HUD REAC certified inspectors to work for their organization. From
those inspectors they can select one or more to be Master Schedulers for their organization.
The Master Scheduler is responsible for scheduling the organization’s inspections to
Independent Inspectors. Not all of the Servicing Mortgagee’s properties have to be scheduled
by the Master Scheduler. The Servicing Mortgagee can schedule inspections as well.

As an Independent Inspector, you will use Servicing Mortgagee Scheduling to review and
update the date and time of inspections scheduled to you.

September 21, 2001 PASS Release 4.0 1
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Accessing Servicing Mortgagee Scheduling

Security

PASS Servicing Mortgagee Scheduling is a secure, Web-based system containing sensitive
public housing information. A HUD-issued user ID is required to use the system. Authorized
users only have access to inspection scheduling information for properties associated with their
FHA number.

Authorized users for PASS Servicing Mortgagee Scheduling include:
e Servicing Mortgagees
* HUD REAC certified inspectors responsible for scheduling inspections (Master
Schedulers), and conducting on-site physical inspections (Independent Inspectors) at
HUD properties
* HUD REAC personnel responsible for monitoring HUD properties

Authorized User Login

To access PASS Servicing Mortgagee Scheduling, Independent Inspectors must log in using
their six-character HUD-issued user ID (e.g., M12345).

To access PASS Servicing Mortgagee Scheduling:
1. Open the Internet browser (e.g., Netscape). The example shown is the Yahoo main page.

< Yahoo! - Netscape
File Edit View Go Communicator Help

S 4 & a4 N 2 W 4 85 1

Back Forward  Feload Home Search  Metscape Frint Security Siop

w& " Bookmarks J_&; Lacatian: !htlp:f!www.yahon.comd j that's Fielated
) ¥ @ @ é—
a © § YaHOO!
Auctions Messenger Check Email ithat's Mew Personalize H
MHEW | 1 ..
MLM Get the ¥ Stock Market Toolbar! M
upload, share, print s e click here free emad for ife

| Search | adwanced search

2. Enter the following URL address in the Location field:
www.hud.gov/offices/reac/index.cfm

# Yahoo! - Netscape

File Edit “iew Go Communicator Help

L W e A 4 =1 @
f Back Fomwerd Reload Hame Search  Metzcape Frirt. Secl Stop
|:| w‘ 7 Bookmarks \L Goto: Ihtlp:z’z’www hud. govfoffices/reac/indes. cfm _:J ﬁ' What's Related |

The Real Estate Assessment Center (REAC) home page displays (next page).
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homess dmmunities
real estate
assessment center
customers

products

tools

online systems

contactus
about reac

hud news
homes

communities

working with hud

resources

tools

webcasts

mailing lists

federal clearinghouses
contactus

help

NOTE:

real estate
assessment center

Horne = About HUD = Real Estate Azsessrment Center

translate | search/index

real estate assessment center (reac)

features

REAC Receives honors from the Federal C10 Council
Excellence.Gov Award

Comparing HUD's Customer Survey Results

REAC's Custormer Service and Satisfaction Survey out
perforrns the recent Armerican Custorner Satisfaction
Index [ACSI) survey results,

Just released!

Uniform Physical Condition S$tandards and Physical
Inspection Reguirements for Certain HUD Housing:
Administrative Process for Assessment of Insured and
Assisted Properties Read more...

highlights

} The Business of Government Journal takes a look
inside REAC

P weh Conversion Cornplete, Learn more about our
rew Web forrmat by selecting Web Features,

b FYE 12/21 PHAs Receiving Development Level
Survey

b Letters issued to Ownersfigents and Public
Housing Agencies providing guidance on the
Incorne Discrepancy Resolution Guide, Read the
letters.

b CPAz can begin registering to obtain their Unique
IPA Identifier (UII) Read more...

P Status Reports for Tenant Income Verification
Discrepancy Resolution Read more...

Content updated Janoary 18, 2001

what's hot!

b Effective October 30, 2000,
Secure Connection
Coordinators (AKA FASSUE
Coordinators and/ or
Coordinators) are granted
access to physical inspedtian
reports via the Internet. HUD
will continue to mail reports
until March 21, 2001, Read
ore...

P HUD extends dus date to
request no cost lead-baszed
paint evaluation for project
based Section 2 properties.
Read more...

o Back to Top

.5, Departrnent of Housing and Urban Developrnent
451 7th Street S.%W., Wazhington, DC 20410
Telephone: (2021 708-1112 TTv: (202) 708-1455

Horne | Privacy Staternen

t

screen displays (next page).

The content of this page is updated on a regular basis, therefore, the appearance
may vary.

Click on the online systems link under the REAC heading on the left. The Online Systems

September 21, 2001
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/’ l HUD HOME ABOUT HUD Q&AM SEARCH/INDEX E-MAIL

. online systems

If you already have a User ID, click on

the “Log In" button to proceed directl
TOPICS 9 Ml Yo tosin]
customers log in, the “User Name" field actually
products requires your user ID.
tools
online systems .
contact us WHAT'S NEW
feac home SIGNIFICANT REVISIONS!

Industry User Guide for the Financial Assessment
Subsystem-Multifamily Housing (FASSUB) Changes to FASS-MF. To
view guide go to Documents and Guidance. Updated February 9, 2001

IMPORTANT! Obtaining instructions for getting a Ull has just gotten

easier!!

Retrieve the short version of the Ull Registration Instructions updated January
24, 2001

NEW! Financial A Subsystem - Public Housing Agencies

Y
Top level financial statements are now reguired to be submitted with the
audited financial submission.

Effective October 30, 2000, Secure Connection Coordinators (AKA
FASSUB Coordinators and or Coordinators) are Granted Access to
Physical Inspection Reports via the Internet. HUD will continue to
mail reports until March 31, 2001 updated pecembers, 2000

NEED A USER ID?
Complete registration instructions are available, or go directly to the
appropriate secure connection registration form.

Multifarily Housing Entity

Public Housing Agency

HIGHLIGHTS

SINGLE FAMILY APPRAISAL QUALITY SYSTEM ACCESS

All AQA Contractors and Review Appraisers must register for a Secure
Systems ID and password to access SASS Online. Additional infarmation
and online registration.

TENANT INCOME VERIFICATION SYSTEM (TEVS) ACCESS

The farmer TEVS site to access 55 and 551 benefit histary and income
discrepancy reports for Public Housing Autharities (PHAS) has been
transferred to REAC. TEVS' new location

If your public housing authority needs technical assistance, please
contact the Social Security and Supplemental Security Income Hotline
Internet Facility at (202) 708-4932, extensions 3319 or 3321.

TENANT INCOME DISCREPANCY RESOLUTION

To review and report on Tenant Income Discrepancies, PHAs, owners, and
management agents select the "Log In" button located at the top of this
page

SYSTEM PASSWORDS
Effective April 8, 2000 Secure Systerns Passwords must be reset svery 21

days. More password details

QUICK TIPS DESK REFERENCE

REAL has prepared handy, one page desk reference sheets with step by
step instructions for obtaining user IDs and logging into the secure
systems. They are quick, easy and colorful. Print Quick Tips now.

SYSTEM SECURITY USER GUIDE FOR PHAs
Thig guide provides instructional guidelines on how to get a user 1D,
access Secure Systems, and perform system administration functions.

Last revized: Februans 9, 2001

4. Click onthe Log In button. The Username and Password Required window displays (next
page).
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Uzername and Password Required | x|
5. Enter your user ID (e.g., M11111) in the User Enter uzername for unknown prompt at
Name field. The user ID is case-sensitive; hudapps. hud. gov:
remember to use a capital letter.
Izer Mame: ||
6. Tab to the Password field and enter your _
Pazgword: I
password.
k. I Cancel |
7. Click on the ok button.

If your ID has been de-certified (inspector has permanently lost inspection privileges), you will
see this screen and will not be able to access the Scheduling application.

User has heen terminated,

Lhimga]

If your ID has been de-activated (inspector has temporarily lost inspection privilege), you will
see the screen below. You should contact the Technical Assistance Center if you have any
guestions.

Physical Inspection Main Menn

’ | |ﬁ| I *
PIT T g ep— S0rry, your stabus has been changed.

TR —— Plsasn call the Techmical Assistance Conder al 1-800- 285860 il you
hawe any qusstsons.
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If your ID is active, the Secure Systems Legal Warning screen displays.

Seenre Systems -

HLTY

Legal Warning

Misuse of Federal Information through the HUD
Secure Connection web site falls under the provisions
of title 18, United States Code, Section 1030, This law
specifies penalties for exceeding authorized aceess,
alterations, damage, or destruction of information
residing on Federal Computers.

Continue

£ M

| I
Bazkio Top
Home

Lt BSesifisdd: Faly an, 1993

8. Click on the Continue button. The Secure Systems screen displays.
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ACCESSING SCHEDULING

1L, By, ol kg

Seenre Systems -~

[T ] IPY P T— Sf.i‘."ﬂ?:l'ﬁ'

System Administration - Guide

* Physical Assessmest Subsyatem (PASE)

= Pagzwesd .-"‘"!H'

8

|Bapmidz

1?? ‘Q [LETE P i r“.
L —— el Searoh e

Lt Ml labey 37, )

9. Click on the Physical Assessment Subsystem (PASS) link. The Physical Inspection

Main Menu screen displays.

US, Ivept. of Honsing
amvd Urban Development

*I

SEecuUre Systems

Menu

Physical Inspection Main Menu
T

« Schedulefiew Inspections

+ |nspection Feview

10. Click on the Schedule/View Inspections link to review or modify inspections. One of three

screens displays if the you work for more than one Servicing Mortgagee and/or contractor
organization, as demonstrated in the following table.

September 21, 2001
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Independent Inspector

If you are the.... Schedule Inspections Query Screen
Displays
Independent Inspector for only one Sehedile Inspections
Servicing Mortgagee organization the P
Schedule Inspections query screen B rbeduk lgerden [ View Wk P gt Crsa T Mgt
displays. — :
 Vierw AL ey sime, = Uma b b by i o bl e

Salerrian Crissia

Froger

e |
Nhaie | w|
iy ol [
e s imdab Dys Pasge:
Bin i o i D

[ |

Sviing Fangt:  Fros |
[

[

s i 1

Ml Feme Naw

L A T | Te |
Frogeory M I | Ta
LIER T e

[EE N

If you are the.... Servicing Mortgagee Inspection

Scheduling Screen Displays

Independent Inspector for more than one .

Servicing Mortgagee, then the Servicing ;

Mortgagee Inspection Scheduling m 5chedu|ing
screen displays.

43

Select the appropriate Servicing Inspection Scheduling
Mortgagee from the Servicing Mortgagee

drop-down list. Servicing Morigages
a

Click on the Inspection Scheduling button,

to begin the scheduling process. Intpamctinn, Echaduing

September 21, 2001 PASS Release 4.0 8
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Independent Inspector

If you are the.... Contractor/Servicing Mortgagee

Inspection Scheduling Screen
Displays

Independent Inspector for a Servicing
Mortgagee(s) and an inspector for ! ; l .
Contractor(s), then the 7~ scheduling

Contractor/Servicing Mortgagee
Inspection Scheduling screen displays.

Inspection Scheduling

Select either the Contractor or Servicing — g bkt bt e 5
Mortgagee organization from the
corresponding drop-down list. e ]
Click on the Inspection Scheduling button,
to begin the scheduling process.
NOTE: Independent Inspectors and contractor inspectors only have access to those

inspections scheduled to them.

September 21, 2001 PASS Release 4.0 9
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Schedule/View Inspections

Schedule Inspections Query Screen

The Schedule Inspections query screen allows Independent Inspectors to search for specific
inspection assignments. Independent Inspectors can request to update inspection schedules or
view inspection reports using this screen. Searches can be narrowed in scope by entering
specified criteria such as: City, State, Zip Code, Inspection Schedule Date Range, Scoring
Range, Master Scheduler ID, Inspector ID, Ideal Future Inspection Date, Inspection Number(s),
Property ID(s), FHA Number, and Uninspectable Code.

Schedule Inspections
Function
' Sehedule lnspection ¢ View Weh Page Repart ¢ Creaie Texi Repari
View
1= View Al Inspecticn: " Wiew Unscheduled Inspections  © View Scheduled [ageefang
Selection Criteria
Praperin
Chiy: |
St | =l
Tp Codes [
Insperction Sehedule Date Hange:!
T L Y N T
Sraring Range: From |_ T I_ {Last Beleagsd Inspection)
Maxter Scheduler IT; I salecl Masier S
Inspeciar I I_ Belpc] Ins e
Wral Futre Date ;
2 LY —
Inspectien MNusiber: Foom I— To I—
Pruperty 0 From I =l
FHA Nusher: T mopwhes
Unimsprctahle Cade : Ingpectabis)
Reparted UninspeclableRly =]
gubmi | Raesat |
Flersic sl Insses ciion Main Maps:
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SCHEDULE INSPECTIONS SCREEN

Feature Description

# Schedule Inspection This function allows Independent Inspectors to modify
their scheduled inspections.

. This function allows Users to view Inspection
oy
iz Y L e Schedule Reports for scheduled inspections,
unscheduled inspections, or both scheduled and
unscheduled inspections.

Independent Inspectors can view only scheduled
inspections.

& Create Text Report This function allows d_ownloa_ding and upde_lting of _Iarge

volume of data (e.g., inspection schedule, inspection
property, and inspection participant information) using
Microsoft Word. After the data is revised, the data is
sent to REAC via the Bulk Upload Process.

Independent Inspectors do not have access to the Bulk
Upload Process, so this function is unnecessary.

) . This view option allows Users to view both scheduled
& View All Inspections and unscheduled inspections.
Independent Inspectors can view only scheduled
inspections.
* View Unscheduled This view option allows Users to view unscheduled
Inspections inspections.

Independent Inspectors do not have access to
unscheduled inspections.

& View Scheduled Thi_s view option_ aIIows_Independent Inspectors to view
their scheduled inspections.

Inspections

The Select Master Scheduler link prompts a pop-up
window. The pop-up window displays all HUD REAC
certified inspectors associated with the Servicing
Mortgagee.

Select Master Schedular

Selecting a specific Inspector ID link on the pop-up
window closes the window and places the inspector 1D
in the Master Scheduler ID field.

The Select Inspector link prompts a pop-up window.
Select | " The window displays all HUD REAC certified inspectors
b : : -

EiECLINSHECIOr associated with the Servicing Mortgagee.

Selecting a specific Inspector ID link on the pop-up
window closes the window and places the inspector ID
in the Inspector ID field.

September 21, 2001 PASS Release 4.0 11
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SCHEDULE INSPECTIONS SCREEN

Feature Description

This button initiates the action to locate schedule

information based on information entered for the query.

Reset This button returns all fields to the original information.

Fhysical Inspection hain Menu The Physical Inspection Main Menu link returns
Independent Inspectors to the Physical Inspection
Main Menu screen, where other PASS components can
be accessed.

To access the Schedule Inspections query screen:

Click on the Schedule/View Inspections link on the Physical Inspection Main Menu screen.

Iyl -
il

US, Ivept. of Honsing
amvd Urbam Development

Physical Inspection Main Menu

« Schedulefiew Inspections

*I

+ |nspection Feview

SEecuUre Systems
Menu

September 21, 2001 PASS Release 4.0 12
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The Schedule Inspections query screen S Tnsper e
displays. Bt

T Trardube leperrran e Wik Fagr Frann © Creae Tee Fran
i
T Vw 1 lwraparvam e N b sl b da e Ve e d s vam
Sebcian Ciitrita
Fraperm

e |

e [ =

L

R s e dake Bass Bamd e

g | i g [ Lige
Formrmg Pasga: Free I_ T I_ Ttk Ly o] b i
e T imsie
[——TY ™ e

[ RL N

Do mam ™ ey From | Ta |

Fropain 25 o | Ta |

Pl i, [ 5 n Durlaad

Uil Dede

Query Fields

The query fields in the Function and View sections of the Schedule Inspections query screen
are required fields. Independent Inspectors must select one option in each section. The syste
automatically displays as the default, Schedule Inspection in the Function section and View All
Inspections in the View section of the screen.

All the query fields in the Selection Criteria section are optional. To execute a search,
Independent Inspectors can enter data in all, some, or leave the fields blank. The more
information provided in the query search reduces the number of unnecessary results. For
example, if 25 inspections are scheduled to an Independent Inspector, and no specific

m

information about those inspections is specified, the Inspections Schedule Report displays all

25 inspections once submitted. However, if an Independent Inspector prefers to view only
scheduled inspections for the state of Virginia, they select Virginia in the State field and the
Inspections Schedule Report displays only those scheduled inspections for Virginia.

* The Function section determines what Independent Inspectors can do with the inspection
information by clicking on the appropriate radio button. Independent Inspectors have three
options:

— Schedule Inspection allows Independent Inspectors to enter or modify schedule
information on the Inspections Schedule Report.

— View Web Page Report allows Independent Inspectors to view or print the Inspections
Schedule Report.

— Create Text Report allows Independent Inspectors to download an inspection schedule
inspection property, inspection participant and participant role reference information.

» The View section allows Users to search for scheduled, unscheduled, or all inspections
(scheduled and unscheduled) by clicking on the appropriate radio button.

September 21, 2001 PASS Release 4.0
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» The City field allows Independent Inspectors to search for inspections by a particular city.

» The State field allows Independent Inspectors to search for
inspections by states and territories using the drop-down list.

II
- W H =

jlule [rapermaen e
.

[T I ETE e P ] HE
e N
I b~ fril
B it |
o e 8
P |
g Coshec |

» The Zip Code field allows Independent Inspectors to search for inspections by entering the
postal zip code.

* The Inspection Schedule Date Range allows Independent Inspectors to search for
inspection schedules within a range of dates, selecting the Begin and End dates of the time
1

frame, and by clicking on the calendar icon.

To use the calendar box:

1. Click on the calendar icon to view the current
month in the calendar box. The current date is
highlighted.

2. Select a date by:

_ _ 5 M W T F
» Click on a date (e.g., 20) to select a date in the
1 2 3 4 5 6 7
current month.
8 L 1 I A D 14
* To move backward or forward by year, click L dg e s Al 2
once on the symbols (I< or >I) per year. 2 43 24 B b B
2% 30 31

e To move backward or forward by month, click
once on the symbols (< or >) per month.

* Independent Inspectors can also use the drop-down arrows to select the month and year
from the Month and Year menus. The calendar changes when the month and year are
selected, then the Independent Inspectors click on a specific date within the month.

Once a date is selected, the calendar box closes or click on the control X icon to close the
window.

NOTE: If a date is only entered in the Begin field, the query results will list all inspection
schedule date ranges equal to or greater than the inspection schedule date entered.

September 21, 2001 PASS Release 4.0 14
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If a date is only entered in the End field, the query results will list all inspection
schedule date ranges equal to or less than the inspection schedule date entered.

To generate a search for one inspection schedule date, enter the same date in the
Begin and End fields.

» The Scoring Range field allows Independent Inspectors to search for inspections by
score(s) of the last released inspection.

NOTE: If a score is only entered in the From field, the query results will list all scores equal
to or greater than the score entered.

If a score is only entered in the To field, the query results will list all scores equal to
or less than the score entered.

To generate a search for one score, enter the same score in the From and To fields.

 The Master Scheduler ID field allows Independent Inspectors to search for inspections
using the Master Scheduler’s ID number. Enter the Master Scheduler ID number in the field.
Independent Inspectors can also click on the Select Master Scheduler link to view a list of all
Inspector ID numbers on the Inspector List screen that have been selected to work for the
Servicing Mortgagee. Click on an Inspector ID link (e.g., M00519) to select a Master
Scheduler Inspector or leave blank. The Schedule Inspections screen redisplays once an
Inspector ID is selected from the Inspector List screen.

Inspectar List Sart By [Inspactar lé =1
Fage | Vwee 1-2 ol 2 Haed |.qlq-:ll. of Racords to Shaer: |22 5 Page wa: |1 5

Inepscicr k2 ripzactr Hures: bzoras Timis Heara Ty

OO0 Liig [hirlas Lre | LR T

LR e Fubobit Rued i Falig ©baish

NOTE: The Inspector List screen contains the Inspector ID numbers of both, Master
Schedulers and Independent Inspectors selected by the Servicing Mortgagee.
There is no special listing that displays only Master Scheduler ID or Independent
Inspector ID numbers.

 The Inspector ID field allows Independent Inspectors to search for inspections by the
Inspector 's ID number. Enter the Inspector ID number in the field. Independent Inspectors
can also click on the Select Inspector link to view a list of all Inspector ID numbers that have
been selected by the Servicing Mortgagee. Click on the Inspector ID link to select an
Inspector ID. The Schedule Inspections screen displays once an Inspector ID is selected
from the Inspector List screen.

September 21, 2001 PASS Release 4.0 15
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Inspector List Sort By: | Inspector Id =]

Prev | g 1.2 of 2 Mest | Select Mao. of Recordsto Shnw:|25 TI Fage Mo: I’1 "I

Inspectar 1d Inspectar Hame Harme State Harne City
00519 Ling Charles W Mclean
hA00SS4 Robert Red WA Falls Church

NOTE: The Inspector List screen contains the Inspector ID numbers of both Master
Schedulers and Independent Inspectors selected by the Servicing Mortgagee.
There is no special listing that displays only Master Scheduler ID or Independent
Inspector ID numbers.

* The Ideal Future Inspection Date allows Independent Inspectors to search for inspection
schedules using the ideal future inspection date, selecting the Begin and End dates of the
1

time frame by clicking on the calendar icon.

To use the calendar box:

1. Click on the calendar icon to view the current
month in the calendar box. The current date is

highlighted. Today
2] < |oet =[J2000 =] 5| =]
2. Select a date by:
* Click on adate (e.g., 20) to select a date in 5 M T W T F
the current month. 1 2 3 4 3 @ 7
2 oo 11 12 13 14
e To move backward or forward by year, click 15 16 17 1% 19 20 7
once on the symbols (I< or >I) per year. 27 93 34 35 % 17 29
30 31

e To move backward or forward by month, click
once on the symbols (< or >) per month.

* Independent Inspectors can also use the drop-down arrows to select the month and year
from the Month and Year menus. The calendar changes when the month and year are
selected, then Independent Inspectors click on a specific date within the month.

Once a date is selected the calendar box closes, or click on the control X icon to close the
window.

NOTE: If a date is only entered in the Begin field, the query results will list all ideal future
inspection dates equal to or greater than the ideal future inspection date entered.

September 21, 2001 PASS Release 4.0 16
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If a date is only entered in the End field, the query results will list all ideal future
inspection dates equal to or less than the ideal future inspection date entered

To generate a search for one ideal future inspection date, enter the same date in
the Begin and End fields.

» The Inspection Number field allows Independent Inspectors to search for inspections by a
specific inspection or for a range of inspections.

NOTE: If the inspection number is only entered in the From field, the query results will list
all inspection numbers equal to or greater than the inspection number entered.

If the inspection number is only entered in the To field, the query results will list all
inspection numbers equal to or less than the inspection number entered.

To generate a search for one inspection number, enter the inspection number in the
To and From fields.

* The Property ID field allows Independent Inspectors to search for inspections by a specific
property ID or a range of property Ids.

NOTE: If the Property ID number is only entered in the From field, the query results will list
all property ID numbers equal to or greater than the property ID number entered.

If the Property ID number is only entered in the To field, the query results will list all
property ID numbers equal to or less than the property ID number entered.

To generate a search for one property ID number, enter the property ID number in
the To and From fields.

 The FHA Number field allows Independent Inspectors to search for inspections by a specific
FHA number.

The Uninspectable Code field allows Independent Inspectors to search for inspections by an
uninspectable status selected from the drop-down menu.

The codes are:

IN — Property is inspectable (default)

RU — Property is being reported as uninspectable
(inspection cannot be scheduled)

The following codes are only assigned by HUD:

VI — Property has been verified by HUD as inspectable and
is being referred back for inspection (inspection can
be scheduled)

VU — Property has been verified as uninspectable
(inspection cannot be scheduled)

NOTE: Inspections with an Uninspectable code of VU cannot be downloaded to a Data
Collection Device (DCD).
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Once criteria from the Function, View and Selection Criteria sections are selected, click on the

submit | utton, and one of the following screens or options displays:

— Inspections Schedule Report (to schedule/reschedule inspections) via the Schedule
Inspection function

— Inspections Schedule Report (to view scheduled/unscheduled inspections) via the
View Web Page Report function

— Text Reports via the Create Text Report function. Remember Independent Inspectors
do not use this function.

September 21, 2001 PASS Release 4.0
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Inspections Schedule Report

Once the Schedule Inspections query screen is updated and submitted, the Inspections
Schedule Report (for all inspections, scheduled or unscheduled inspections) displays. The
Inspections Schedule Report contains basic information on scheduled, unscheduled or both
scheduled and unscheduled inspections based on specified criteria for those inspections
assigned to the Independent Inspector. The Independent Inspector can only update the Insp.
Date and/or Local Time fields.

To ensure the integrity of the data, any modifications to the inspection schedule or property
information should be made prior to downloading the inspection.

Inspections Schedule Heport

3 Records) Found

All Inspections
To sclvsdhole an [mspection, enber the Inops ctuan Debs and the Locsl Time
Frav I'.l'-l- 142l 17  Namm |'-.-H.-.'h- of Resardr = !h-rl\.lz’ "'I'i-:-|“|.'|| rI Sawrhk Faga I
Lzt Mral g
Froperty  Froperiy . s Inzpeciar Priax Tmissp.
FHA Ma o Parae Ciry St Féa, lisp. Duie  Locwl Tise 1 IH-tEls-r-l Seare Fuhare Cadie
nxp Thair Daw
DRI PNESAGS  Skyhine Blelean HY X000 [De 12280 ||.|'."l.'l.'PM :l MOFEZE AN e 100210300 IH
. —on Chares Fell: . " - , . ,
QEAE R EOODTETET - i pp— H N02 [Oswzoel |11002M ®| MOGERE 0R2LAME &7y 10047000 IH
- T Omill ok
[ o i‘:l::“"u Lowisrils EY 2000 [oecsioe ||.|§|.|. FM "'l MUREES (N Ty 10077 AN 1k

_Veetaln | Foesst |
Back in Seanch Page
Physical laspeciion flain Meaw

NOTE: Only scheduled inspections appear on the Inspections Schedule Report for
Independent Inspectors.
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SCHEDULE INSPECTIONS REPORT

Feature Description

Biev vimr 1 26 o1 20 Had _These bpttons allow Ino_Iependent Inspectors to view _

' _I information on the previous screen or next screen. In this
example, there are 25 records on the current screen. To
display the remaining 5 records click on the Next button.
Once records 26-30 are displayed, click on the Prev button
to return to return to records 1-25.

Select No. of Records to Shaw: |25 -] | Sets the number of records displayed at one time. The
system automatically displays 25 records at a time. Records
display in increments of 25, 50, 75, 100, 200 or 250 records
on a screen.

Page No: |1 = The list of scheduled inspections can contain more than one
page. To view another page, select a different page number
from the drop-down list.

For example, if viewing page 5 of 10 pages, and the
Independent Inspector selects page 8 from the drop-down
list, page 8 displays.

Returns Independent Inspectors to the Schedule

Inspections query screen.

FHA No and Property ID links | Both links allow Independent Inspectors to view or update
the Property Information screen for a particular property.

Enter the date of the inspection using this format:
Insp. MM/DD/YYYY (e.g., 02/23/2001).
Date

Inspections are scheduled based on the local time between

e the hours of 7 AM and 3 PM in half-hour increments.
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SCHEDULE INSPECTIONS REPORT

Feature Description

Uninsp, Identifies the inspectable status of a property. The code can
Code only be changed from IN to RU. Clicking on an
uninspectable code link prompts a pop-up window where
the Independent Inspector updates the fields with the
information that was provided rendering the property
uninspectable.

Note: If the Uninspectable Code is changed in error,
contact the Technical Service Support Center.

The codes are:

IN — Property is inspectable (default)

RU — Property is being reported as uninspectable
(inspection cannot be scheduled)

The following codes are only assigned by HUD:

VI — Property has been verified by HUD as inspectable and
is being referred back for inspection (inspection can
be scheduled)

VU — Property has been verified as uninspectable
(inspection cannot be scheduled)

Note: Inspections with an Uninspectable code of VU cannot
be downloaded to a Data Collection Device (DCD).

Update Button schedules or reschedules the inspection based on
the information entered.
Button returns all fields to the original information.
Back to Search Page Back to Search Page link returns the Independent

Inspectors to the Schedule Inspections query screen.

Physical Inspection Main Menu| Physical Inspection Main Menu link returns Independent
Inspectors to the Physical Inspection Main Menu screen
where other PASS components can be accessed.
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To revise an inspection schedule:

1. Click onthe

& Schedule Inspection

Inspections

2. Click on a view option in the View section of the screen. In this example

is selected.

query screen.

radio button in the Function section on the Schedule

* View All Inspections

Schidube Inspeclions
Famrtion
F Solelule lpertion T View Wl Page Report T Cyease Tewt Repart
View
F View All lnspectiarn:
Selection Criteria
Propamiy:

=
o
iy e [
Tnspoc tam Bckodule Duis Ramge:
B [ EdSFea] L&
[ 7el et Rerasedimspetion

| Selecl W psier Gehemguler

Sewiring Ramgr: Frem
Watier S heduler I

e | Hel gt Iecisenciun
el Future Dhaie =
lnvpreilan Numbee: Froe | Tix I
Frageinty Firfa [ Tue |
FELE [ mmba | Mo Lisshag)
Uniresprroshle Cade - rvs par i ba )

i Dl L i 6 i L Dl iR LG :J

fubmt | A |
p = L p_

T Wiew Unss bedulbod lnsperrams 7 Vies Soheduled bisperibons

3. Enter the search criteria in the appropriate fields, or leave these fields blank.

NOTE: If all fields are left blank, the search will be larger in scope.

September 21, 2001

PASS Release 4.0

22



Servicing Mortgagee Scheduling for Independent Inspectors

Quick Reference Guide Version 1.0 SCHEDULE/VIEW INSPECTIONS

. Subrnit . .
4. Click on the button. The Inspections Schedule Report displays.
Inspections Schedule Report
3 R cords) Found
Al Inspectaoms
To schedhale oo [mepectios, enber The Inspe chon Debs and the Local Time
Fraw I'.I'-l. {12017 |Nans |'-.-|4.-. Ha. ol Recardriz Hhaw IH ;l'l.-;-.lk || ;l Samch Faga |
Laact Tdeal .
Froperiy  Fropemiv . g Inzpaciar Priar Tnimxp.
FHMA M i Pagas Ciry ke i, Irisp. Duie  Local Tiwe 16 i b sl o Futare Cale
Insp Jiair D
DETIE) PNOOEGeGs  Skyhane Melewn HY 2000 |Deo 210 |I.|'.-'l.'l.'F'M :l MOEZE  1IINFR e 100175300 1H
DR F0NTE 76T ET"I'}” ;'Id-:” HY 202 [Decwaom (11008 =] MOEse (90U 6Ty 400 M
<Al =
P =11 1 ; ; [F700 Fm 3] Minsse -
RGO ARENETT] Aputnenia Lomernle EY Al IDH 1ioe (0A00FM =] MIDEEES Q009 1A 1
_Mpesite | Rt |
Back o Search Page
Plrsical lapection fain Meaw

NOTE: The complete table may not display on the screen. Use the scroll bars in the table
to view all columns and rows.

The Inspection Schedule Report shows basic information for all inspections that match the
specified search criteria.

When an Independent Inspector modifies an inspection schedule the following two
fields must be updated:

— Insp. Date (Inspection Date) - The correct format for the Insp. Date field is
MM/DD/YYYY

— Local Time - The time of the inspection 7 AM — 3 PM in half-hour increments.

Lipdate

5. Click on the button. The Inspection Scheduling Results screen displays
confirming the schedule changes (next page).
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Inspection Scheduling Results

1 rows hawe been successtully changed

Hack to Inspections Schedule Report
Eark to Search Page

Phesleal Tnspectomn Makn M enn

NOTE: If an inspector is scheduled for more than two inspections on the same date, a
warning message is displayed to inform of the scheduling conflict. However the

database is still updated with the scheduled inspection. The following is an
example of this message:

www? hud_gov - [JavaScnpt Application] E

& Inspectarf1 1111 haz 3 inspections scheduled on 06A02/2001.

An Independent Inspector must update the Uninspectable Property Details screen if a
property is determined to be uninspectable.

To update the Uninspectable Code:

1. Click on an IN code link in the Uninspectable Code column to update.

The Uninspectable Property Details
screen displays. Imsprolbmn Srbrokie 1

- 2o . F w7 p—
L s

Ak P PR e M e il BT Bkl o e
o i

e | o |
Palir rmisFimn

"L ol b sl e e vy
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Inspection Mo: 2000 Property Id: 500066666
Property Mame: Skylne

Uninspectahle Code: IIN vI

Reporter Information

First Name: |

Last Name: |

Telephone Numher: I ) I ) I
Example: T03-555-1212

Telephone Extension: I

Uninspectahle Feason Information

Uninspectable Property Details

Lpdate Reset Close

2. Update all the fields (telephone extension is optional).

3. Click on the |_Update

button. The following message appears.

www?_hud._gov - [JavaScript Application] Ed

@ Do you wizh to change the Uninzpectable Code from (M to BLY

Cancel |

4. Click on the li

| button and the Inspections Schedule Report redisplays listing

only those inspections with the uninspectable code of IN.
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To View Property Information screen from the Inspections Schedule Report:

Click on the FHA No. or Property ID link on the Inspection Schedules Report to review and
update the Property Information screen. The SKYLINE (800066666) property is shown below.

Skyline
Property Information
Property [I:  S00D66666 FHA Number: 08437383
Inspection Mo.: 2000 Building Coumt: [Ll
Property Name: |SEVLINE
Property Address:
Street: [1592 Skyline ST nww

|
City: [#cLean State: [t Zip:  [ozoz. [aca
Phone: | i20z) 70843 | Fax: m
Email: |
MManagement Agent Information:

Nane: | |_ |

Organieation: |E-'.I'IT.?EH' HAMAGEHENT COCNPANT, INC.

Street: [

|
City: |R|.Il:-]-'.'.-'il.'|.1= Sltate: IE Zip: |3I:IEI:I R |IIHE-']
Phone: [(703) 2356787 pgp [467  Fax |

E]'ﬂﬂjl: |‘.'I r.rvrrmm‘:‘ngrmrnnﬂm‘n 13 . Sodh

Update Profle | Reset |

Fhysical Inspecton Wan Mena
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Independent Inspectors can edit all fields on this screen to update the property
information.

a. Click in the appropriate field and enter new or revised data.

Update Praofile

b. Click onthe button to save the property information in the
database. A message displays confirming the update.

Update Profile

Thee Profle update was successful

Back to S=arch Pags
Physical lnspection bam Meoa

c. Click on the Back to Search Page link to return to the Schedule Inspections screen
or click on the Physical Inspection Main Menu link to return to the Physical
Inspection Main Menu screen.
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View Web Page Report Option

The View Web Page Report option allows Independent Inspectors to view or print the
Inspections Schedule Report. This is a view only screen, and no inspections can be modified.
Use the scroll bar to view all the columns, if necessary.

To view the Web Page Report:

1. Click onthe

" View Weh Page Report

Schedule Inspections query screen.

radio button in the Function section of the

= G bl msproian

= Hiew Al bnrpretieen

Bl i el nben T

lmirs it [
Mieal Fuiwre B

Iaspacsden Number: From

Fawgsrrr @ Fioi

Cewring Fasge: Tras

Selvedule Inspeciions

Fureizan

T View Wek Page Bopesit 7 Creaie Trad Rrgeri

e

7 Yirw Usnrhedulod frogectses 7 View Schedulod insgertsss

Seleoros Criveria

Pregurin
it |
Ehu-\.l '-'I
Ty L I
larpermien Sebeduls Dae Fange:

Bug: [ B s | By
I_ Te I_lLulll-lh-lﬂtlm;rrmn-
[T cascHie e

I I el WL T 4]

B | s | (SN
| Te:|
| T

| i Dokt ')

[T L]
R pporisd Unrapss bshi o 7.0 LI

_oomt | mes |

© View Scheduled
2. Click on the |Inspections

radio button in the View section.

3. Enter data in the appropriate fields in the Selection Criteria section, if necessary.

4. Click on the [_=21bmit

button. The Inspections Schedule Report displays with the

inspection schedules matching the submitted criteria (next page).
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Inspections Schedule Report

3 Records) Found
Al nspsctzams

To schedale an [mspection, enter the Inspectean Debe and the Loral Time

P w1+ 12 ot 12 IR satnct Ho. of Recorrr to show: [38 20 ruge v [T 2] [ Smarch g

Pl  Tomwly by Enmpachr bast pay MRl
FH& Mo e Dwie  Lisral Time Helbeased
m [ ity Lnsp. el S e Caie
EAITIE] PNNGGied  Skyhne Dleleas HY 00 ||1l-' R (D200 FM =] WOI0EZE 10N TR 1003708000 IH
peazian pooirer Chelee Pk yy o EiER [TT00AN B] MibEse 09039 6l 004200 N
EITEIE) SRRE) i‘::im Lowisvile EY 200 [ moow (0200 PM 5] MSts  i0dnsss Ty gm0 M
_Updatn | Fiesat |
Back fo Seanch Page
Pirmical -
To View Property Information:
. Skyline
Click on the FHA No or Property 1D
links on the Inspections Schedule . Pruperty "w:"__
Report to review and update the _ - e — Bl Cremte f—
Property_lnformatlon screen. This = e [T
example is for the SKYLINE Bty Adde:
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Independent Inspectors can edit all fields on this screen to update the property
information.

a. Click in the appropriate field and enter new or revised data.

Update Praofile

b. Click on the button to save the property information in the
database. A message displays confirming the update (next page).

Update Profile

Thee Profle update was successful

Back to S=arch Pags
Physical lnspection bam Meoa

c. Click on the Back to Search Page link to return to the Schedule Inspections screen or
click on the Physical Inspection Main Menu link to return to the Physical Inspection
Main Menu screen.
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Create Text Report Option

The Create Text Report option allows Users to download and update a large volume of data
(inspection schedule, inspection property, and inspection participant information) using
Microsoft Word. After the data is revised, the data is sent to REAC via the Bulk Upload
Process.

NOTE: Independent Inspectors do not have access to the Bulk Upload Process so this is
unnecessary.
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Exiting Scheduling

Independent Inspectors can exit Servicing Mortgagee Scheduling at any time. To exit the
system, click on the menu bar of the browser and select File and Close or Exit, or click on the

close control icon in the right corner of the screen.

i Schidule Ve Inepechone o Poillols - Hilooaps

Gl EdR YW Go Commnicator Help
B ¥ ',-'I* ﬂ T

a S 3 & di ’
QranPage. Ok 1,  (ow  Semch Mewogn Park  Soouir -
S AL ks wlmn F el Fascd gowsssrvaste_poh_dh passs scheduling fam_schaduls_qusm cim ;I Ii‘m Fleiaded
S Page Schedule Inspections [
Edi Page
; Function
Obferss ble Inspecten © View Web Page Report T Create Text Hepant
Fage Sehun View
Pl Fromas . .
Piint b1} Enspections r 1|"I.!"ﬂr' Unscheduled - "n.nﬁrﬁ-rhrduluﬂ
= Inspections Inspections
Selection Criteria
I Propesty:
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Browser Basics

Software and Hardware Requirements

The electronic scheduling of physical inspections using PASS Servicing Mortgagee Scheduling
software requires computer resources and an Internet browser. The optimum software and
hardware resources are recommended for efficiency, although users can operate with the
minimum required resources.

Optimum Hardware Resources

Processor: Pentium 100
RAM: 16 MB

Modem: 28.8

Video card: 256k
Download file size: 5.8MB
Installed file size: 10MB

Optimum Software Resources

Windows 95
Netscape* 4.5 or HTML-compliant browser application
Adobe” Acrobat Reader 4.05

NOTE: Users can download Netscape* 3.5 or higher (32-bit) from the Internet. The
procedures to download Netscape* can be found at
http://home.netscape.com/download.

Minimum Hardware Resources

Processor: 486

RAM: 8 MB

Modem: 14.4 kb

Video card: 256k
Download file size: 5.5MB
Installed file size: 10MB

Minimum Software Resources

Windows 3.1
Netscape* 3.5 or HTML-compliant browser application
Adobe” Acrobat Reader 3.0

*Copyrightdl Netscape Communications Corporation.
#Copyrightlj Adobe Systems Incorporated.
All rights reserved. Protected by the copyright laws of the United States and international treaties.
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Internet Basics

The Internet is a worldwide system of computer networks facilitating access to information and
people. Using the Internet to access and use HUD’s secure systems requires an Internet
connection and a computer with a high-speed modem and Netscape 4.5 or an HTML-compliant
browser application. A browser allows access to Web pages on the World Wide Web (WWW or
the Web). The Web is a universally accepted standard for sharing information in the Internet.
The Web consists of information organized into pages stored in computers physically located
throughout the world.

NOTE: The browser in this example is Netscape. Display may vary according to the
browser.

Web Page

A Web page is a document or application with a unique address on the Web, including links to
other pages.

title bar

: ———— control icons
. Hunl Exfale Ao sgasmurd Luela - Mubisapu -

.Eh Edn ew o Commesoeid Hele
- - 2 @ = + o H

Bk Fonsd  Homs  Seaxh Hemceps  Fim Secsdy
b Boobrmda & Maiecfep et geoieazinzes b 1_ .|E..I"-|'.hd:|=|.-|.d-=
HID O AECUT HOT -1 19 DENETH | DR 1 =AL — URL(|Ocat|0n
identifier)
real estate
= ¢ assessment center )
H.‘:‘ /Ilnk
»:g WHAT'S MEW /
7 I IMPORTAMT! Broadgast Training
¥ Beschesuied
i P | & A Hmoadca
= prafucis -': . Z ":  2:00pa '.hl :'-.
i s sk o s 5 s Cepa ' i |
! Mg pre-retorded WASS Tranng vids
_i (L]
I

—_— PHAE TRAINING EXTENDED .
be 8 success (tedt and pictures on FHAS _—

Frodis page) and |

status indicator

Title Bar

The title bar at the top of the page displays the title of the document or application of the Web
page that is active or currently displayed. When more than one window is open, the title bar of
the active window is bold; the other open title bars appear faded.

- real pstale assessment center - Hetscape
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Control Icons

In the right corner of the title bar, there are three control icons. With a mouse click, the minimize

[=1 control icon reduces or minimizes the window to the bottom of the page. To enlarge the
window back to full size, click on the appropriately titled box at the bottom of the page. The
minimize/maximize control icon reduces the window to a smaller size, allowing the user to
view other open windows or the desktop. To enlarge the window back to full size, click on the

minimize/maximize control icon again.

The last control icon is the close control icon. Clicking on this control icon closes the
browser application (and the document or application open within the browser) and returns the
user to the desktop.

- real pstale assessment center - Hetscape

Menu Bar

The menu bar provides drop-down menus for browser functions. By placing the cursor over a
menu item and clicking on it with a left mouse button, the drop-down menu appears. Highlight
the appropriate menu function with the cursor to make a selection.

[H[= Cdit “iew Go Qummunicatur Help
B 3
pen Fage... Cirl+0

Save As. Ctrl+5
EEwE [EIEE A

send Fage..

Edit Fage

Edit Erarmie

Wpalead Eile.

Oifline »

Page Setup...
Print Presdiew

Close Cirl i
Exit Cirl+1

Available menu functions are text items in bold. Menu functions that are not available appear
faded and cannot be activated.
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Tool Bar

The tool bar consists of buttons representing browser functions. Available functions are buttons
with bold text and graphics. A tool bar button appears faded if the function is not available.

<« @2 A [ a &+ & 3

Back fFonyard  Reload Home Search  Metscape Frint SeCurity (] ]

Location Identifier

The unique location of the Web document or application is called the Uniform Resource Locator
(URL). The URL is used to find a particular Web page among all the computers on the Internet.
Enter the desired URL in the Location field and press the Enter key.

¥ Bookmarks & NEtSitEi|http:,-",-"mwx.hud.guvfreacfindex.html 'l

NOTE: The field is labeled “Location” for an Internet site. It is labeled “Netsite” for an
intranet (internal/within the organization) site.

Status

The Netscape browser indicates the status of the action being performed. If the browser is

performing an action (for example, searching a database for information): the Netscape |..

logo to the right of the URL address appears to have comets flying across it, the stop . icon
on the tool bar is bold and red, and the status indicator line at the bottom of the page (next to
the lock =] icon) describes the status (for example, “Connect . . . Waiting for reply”). Upon
completion of the action, the logo returns to its static state, the stop tool appears faded, and the
status indicator line reads “Document: Done.”

E|=4D= | Document: Done |

NOTE: The lock indicates whether the Web page is secure or not. Some Web pages
can be secured or blocked from other Internet users if the page contains
sensitive information, such as financial or housing information. If the lock is
closed, the page is secure. If the lock is open, it is not a secure Web page.

Links

A link provides a method to move quickly from the current page to another Web page. Links are
typically underlined, although they do not have to be. Click on a particular link, and it moves
you to that particular page. Once the link is accessed, it typically changes color to indicate that
you have already accessed the page once before.
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Bookmarks

The Bookmarks function is a browser tool that provides users with quick access to a Web page.
Once a Web page’s title and location is marked as a bookmark in the browser, you do not have
to remember and type in the URL or go through a series of links to access that page.

To bookmark the currently displayed Web page, click on Bookmarks to the left of the Location
field for the drop-down options. Click on the Add Bookmark option to mark the page. The Web
page location is added.

All bookmark(s) appear in list form under the Bookmarks option. Clicking on a bookmark in that
list takes the user directly to that page.

" Bookmarks

Fila Bookemnark ¥
Edil Bookmarks_.

Y Parsanal Taclbar Falder "
3 Search
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4 Diractanes
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4 Metscape Metcentes

_j Miws and Spans

_j Shapging end Clessifads
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4 U Depermant of Ho._DiavelopmantHome Pege
A REAC Finenciol A5 pessmeant

AF Faal Eatate Aszasement Canlar

4 FEAC Plysical Asseseman
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REAC Technical Service Support

The staff in the Physical Inspection Operations area within REAC is available for assistance
Monday through Friday from 8:00 A.M. to 5:30 P.M.

REAC Technical Service Phone Number
1-877-406-9220

Technical Assistance Center

Independent Inspectors can contact the REAC Technical Assistance Center with any questions
or problems Monday through Friday 7 a.m. to 8:30 p.m., Eastern Standard Time. The REAC
Technical Assistance Center can be contacted by telephone or email.

REAC Technical Assistance Center Phone Number
1-888-245-4860
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